
How to request a 

Disposition-

Transit Permit 



Prerequisites… 
The following must be completed before requesting a permit: 

1. Header screen 

2. “Race” (Decedent screen) 

3. “Cause of Death” (Certifier screen) 

4. Disposition screen 

Hit Page Down to advance to next slide 



After the prerequisite screens were entered, periodically 

check to see if the Cause of Death was entered by opening 

the death record… 

Click on “Edit/View” to 

open record 

Hit Page Down to advance to next slide 



Navigate to the “Certifier” screen to see 

if the cause of death was entered… 



It was! 

A permit can now be requested… 



After the Cause of Death has been entered, 

navigate out of the death record to request a 

permit by clicking on “Death Main / Actions”…. 

Hit Page Down to advance to next slide 



Next, click on “Transit Permits”… 

Hit Page Down to advance to next slide 



Click on “New Permit” to create a new permit… 



A new permit appears and can now be 

completed… 

Hit Page Down to advance to next slide 



Click on “Attach Certificate” to query the decedent and have 

the permit auto-populate information from the death record… 

Hit Page Down to advance to next slide 



The Query Records screen 

automatically appears…. 



To automatically attach the 

decedent to the new permit, 

enter some information 
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Click on the “Continue/Search” 

button to find the decent you want 

to attach to the permit 
Hit Page Down 

to advance to 

next slide 



In the query results, choose the 

decedent you want to attach to the 

permit by clicking on the last 

name hyperlink… 

Hit Page Down to advance to next slide 



Decedent information is pulled from the death 

record, automatically populating the permit… 

Hit Page Down to advance to next slide 



Click on “Request Approval” 

Click, “OK” 

Hit Page Down to advance to next slide 



Click on, “Previous Menu” to navigate to 

the Transit Permit pending queue 

Hit Page Down to advance to next slide 



The permit is now pending 

approval … 
Hit Page 

Down to 

advance to 

next slide 



After the permit is approved it will show a 

check mark and permit number… 

Hit Page Down to advance to next slide 



Your home page will now show, 

“You have messages.” 



Click on “You have messages.” to 

view your permit approval (or 

rejection) message… 



Click on “Transit permit county 

approval completed” to view your 

permit approval (or rejection) 

message… 



Click on the decedent’s name to 

view the permit 



Click on, “Print Permit” to print 

the permit 



Click on the printer icon to print a 

copy of the permit 

Click on the X to close 

the permit document 



Click on the “Complete” button to 

finish processing your permit 

Hit Page Down to advance to next slide 



After clicking the 

“Complete” button the 

permit will drop off the 

pending queue 

Hit Page Down to advance to next slide 

Gone! 



If your permit request was rejected… 



A Red X will be displayed… 



Open the rejected permit by clicking on 

“Edit/View”… 

Hit Page 

Down to 

advance to 

next slide 



The rejection reason will appear in a 

pop-up box, click “OK” 

Hit Page Down to advance to next slide 



After the rejection is resolved, reopen 

the same permit by clicking on 

“Edit/View”… 

Hit Page 

Down to 

advance to 

next slide 



Click “Request Approval” again on the 

same permit that was rejected… 

Click “OK” 

Hit Page Down to advance to next slide 



The same permit is once 

again pending approval … 

Hit Page Down to advance to next slide 



How to query a 

Disposition-

Transit Permit 



From your incomplete pending queue, click 

on “Transit Permits”… 

Hit Page Down to advance to next slide 



Click on “Query Permits” to find a previously 

approved permit… 



Hit Page Down to advance to next slide 

The Query Screen appears… 



Click on the “Continue/Search” 

to search for results 
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Enter decedent information… 

Hit Page Down to advance to next slide 



Click on the 

permit you 

would like to 

view… 

Click “View 

Permit… 



A copy of the permit appears… 



The End 


